
OFFICE OF THE ASSiSTANT SECRETARY OF DEFENSE
WASHINGTON, D. C. 20301

May 24, 1979

coMPTaoLLm

(Administration)

ADMINISTIQTIVE INSTRUCTION NO . 22

SUBJECT : Automatic Data Processing Records Management

References! (a) Federal Property Managexnent Regulations,
- Chapter 101, “Program Implementation, “

(41 CFR S 101-11.210-4)
(b) Federal Property Management Regulations,

Chapter 101, “Care and Handling of Magnet-
ic Computer Tape, (41 CFR S 101-32.12)

(c) Administrative Instruction No. 15, “OSD
Records Management Program, “ January 11,
1978

(d) Federal Property Management Regulations,
Chapter 101, “Machine-Readable Records, ”
(41 CFR S 101-11.411-6)

A. PURPOSE

This Instruction assigns responsibilities and establishes
procedures and standards for Automatic Data Processing (ADP)
Records Management as required by reference (a) .

B. APPLICABILITY

The provisions of this Instruction apply to the Office of
the Secretary of Defense and activities administratively sup-
ported by the Washington Headquarters Services (hereafter re-
ferred to as “ OSD Components” ) . It does not include the Organ-
ization of the Joint Chiefs of Staff.

c. DEFINITIONS

1. User’s Handbook. A document designed for each ADP
system to facilitate the relationship between the computer
center and the customer. It contains a narrative description
of the system in nontechnical terms and includes flow charts,
descriptions of data elements, report formats, input and out-
put schedules, responsibilities and similar information.

2. Program Documentation. A description of the program
and facilities used; program design in the form of flow charts;
decision tables; program coding; operating instructions; test-
ing procedures and listings.
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D. RESPONSIBILITIES

1. The Records Administrator, WHS, shall administer
the ADP Records Management Program, and shall:

a. Serve as the OSD point of contact and as the
office of record.

b. Determine the disposition schedules of ADP
applications, ensuring proper documentation and coordina–
tion with all interested parties.

c. Provide liaison with the General Services Ad–
ministration, National Archives and Records Service, on
ADP records matters.

—..
“d. Assist-the OSD Components in completing the

necessary ADP inventory forms (enclosures 1 and 2).

2. The Director for Computer SupPort, WHS , shall:

a. Ensure that proper program documentation and
user handbooks are provided by the Automatic Data Proces-
sing (ADP) service facility and issued for OSD ADP programs.

b. Ensure that standards for tape library operations
are observed by ADP facilities providing OSD services. This
includes periodic testing by the ADP facility of representa-
tive samples of tapes scheduled for long term retention.
Tapes stored in backup locations should similarly be tested
on a regular basis, and maintained in the proper environment
as prescribed in the FPMR (reference (b)) .

c. Provide technical advice, if required, to assist
the Records Administrator and the user in determining the re-
tention schedule of all ADP applications processed for the
OSD . Administrative Instruction No. 15, page 16–1 (reference
(c)), prescribes retention schedules for ADP (machine-readable
records.

3. OSD Components shall:

a. Coordinate with the Records Administrator in
determining the retention schedule for magnetic media (tapes
or disk packs) used in all ADP applications processed for
their use.
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b. Complete GSA Form 7036 (enclosure 1) , as pre-
scribed by Administrative Instruction No. 15 (reference (c) ) .
Submit the completed form to the Records Administrator for
each new ADP application.

c. Ensure the proper disposition of tapes, cards or
disk packs data generated for their programs.

(1) Tape, card or disk files scheduled for
permanent retention and transfer to the National Archives
will be documented as required by the FPMR (reference (d)) .

(2) For this pufpose, GSAForm 7091 (enclosure
2) should be completed with the technical assistance of the
servicing ADP facility and forwarded to the OSD Records
Administrator for processing.

(3) Tapes for nonpermanent records will be re-
leased by the OSD Component ADP monitor only in accordance
with a predetermined schedule and the FPMR and Administra-
tive Instruction No. 15 (references (a) and (c)).

E. EFFECTIVE DATE

This Administrative Instruction is effective immediately.

/zL../$
D. O. Coo e

Deputy Assistant Secretary of Defense

Enclosures - 2
1. GSA Form 7036
2. GSA Form 7091
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INSTRUCTIWS  ANO EXAMPLES FOR USE IN PREPARING
DATA ARCNIVES  INVENTORY

PHYSICAL auRAcTmsTIs

1. TW of reel

RSCO~ MOM IMWTION

1. Nrsrr&nf traks

2. Density in WI

3.ararraxmde&d

4. Frmre ~ty

5. Mlrtai  made reading Control

7. Blochnq fmztx

a. LoWokep  hyeacakreccrrf
lemqtb comrd

SK Ill. RECORDING SYSTM  lMmTSON

5.cPeratlrtq eyeterlueed.

6. File Sructum  Irrfornratfon

10. Checkpoint Iccatian

13. Comrraf totals

Cassette, -d=, ML etc.

7, 9, Orher

138, ZJO, 250, 5s6, m), Mm.  dies
-.

IBM, BCD, FIELDATA, BINARY, ESCDIC

evem UJd, mixed

If xity ties from block to block, descrike  how software deter-
arItree the paity of the block to be read. Example is Inokahead  bits
lntbrEMmeeriee.

If fi~ mmber of loqimf  records per block, show number. If tiia-
Merrunber  of rem!+ per black, deeaib  control technique in
Qz& “ - odditi~  *- ~ --”

if Mocks  and recerds are fixed length  with M software cmttrnl chrm
atere, ~“ “NONE-. If blacks or Inqicaf remmls have counter
fields specify rmde with refererrse to eyetmm saftwrxe mamaal; e.g.,
m 7070 Iocs. we 4 m=rds.

Nmre
Version mnrber
Lavel  or type

DOS, .140D I Estedd,  etc.
Revision 16
PCP, HASP, MFT-11,  MVT

Most eoftwaru  systems allow considerable vunatim  in Iobei cuntent
and plamnent  even when usmq ‘stanrkad-  labels. The foilowinq
example slmws a typical file s&ucture and haw It should te depicted
on the rewrse  side.

lHDR (64 characters) TAPE MARK CHECKPOINT/RERUN TAPE
MARK DATA RECORDS TAPE MARK EOF (end of file Icrhi) TAPE
MARK TAPE MARK

Such a sequsnce  of records and tape marks should te shown on
ho 6 os follows:

TM LABELS I (LABEL LENGTH&) TM ~DATA RECORDS ~~
fPO TM_EO~TM  _

show, for example, as %etwsen the two taps maks  immediately rm-
cedlrw the dota records.”

Indicate whether and where the record ca”mts me fnurxf in the trailer
l&els or within a logical record such as the one containing the sen-
Urral characters. Hash .mxi cen801 ~otals  other t!snr rwcnrd counts
- usuakly nom-standard in afl rnftwum systems. Therefore, indi-
cate what dato fields are used and indicate whether binary or deci-
mal arithmetic 1s used.

‘—” I
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